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Chief, Mensgement Stars

¥anagement, Starf Study of Special Services Branch,

1. In remponse to your memorsndum of 10 November 10
Btalt ,mngmummmumeugﬁ;hfm'
, » In making this stuly, we have analyzed the charecter o

The atteched report includes suggestions for

sible fu
m, as well as recommendations for curreat action, '.ﬁgogmvme fzge
basis for your consideration and/or action, the tabs to the report
present in ecwme deteil relevant informstion developed Quring the

study

3. MAction on t-he recommendations in t:hisv‘ ¥ with the
exception of e possible 1/0 change and the long rang; accounting
changes in recommendaiion g is within the responsibility of the
Office of - » this Bteff will take no further ,

action unless specifically requ by you.

b, Ascounting for Staff Mess o ations const
rount _ ity . -
nificant portion of the work in the g;:«cial Mamm.uga
are, therefore, sending information copies of the basgic and
of Tabs ¥ snd G, to the Audit Btaff and to the Technical Accounting

Bteff, Office of the Comptroller.

ot/ SR = (25 ey 59)

mgﬁiMian:
g€ &1 =~ D/TR (u/l set att,
/TAS (w/att, ¥ ei
1 - @ wt st' (ﬁfm. l', G)

1
1 « Ch. of Base, BEE{v/1 set att.
2 - P0/8 {v/1 set att.)!l )
1 - Mgt/S File (w/1 set att.)

1 - Mgt/S Chrono (No att.)
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Director of Treining S z{m 1959

wm:, Hanasgement, Stafl

W m Stuly of Steffy ents
mw 5 of this study contains recammendstions for your
emmsileration.
1.
25X1A6b

@ mmwm o o L e seiat o
of
Bt pecial Mce:;rumh Some of these
-mm are routine; some reguire special skille endfor
sininigtrative iity.

{2) In this comnection, the following points seem worthy
of perticular comments

. LS
{a) & significant part of work of the Pranch Chief - %

sigtent Branch Chiefl consists of e,
w‘i’m& cut recreetion anl wel- “--,{/,:

etivities for Buse residents anl employees. |\

Pab H 1ists some of the present activities of
g;.memwrmmmmmm
fovernment . )

(y} nm:;g in eomeetian with plane samic:{ng and
wk typiet in the Special Bervices Branch.
, together vith the clerical and

Teoear Thas cab bo perforaed by & stngle employes.

e} Th short otnlericalsuppaﬂrmal‘kainthe
{e) ._#,“j‘ﬁ&gmdﬁehﬁstmt&'mhmvﬁ
mending conpifiersble time on routine elerical
' {flse Work Distribution Scbedule, Teb D.)
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(a) 1In sddition to the processing of routine instru-
ment and oquipment changes with the telephone
sompeny, Speciel Bervices Aranch mskes srrange-

#a for additions to permenent telephone
eguipwent, besed on eontracts and ¢echnicsl
requirements developed by the Public ¥Horks Branch.

b.

{1) #teffing end ‘work distribution.

{a) The time spent on recrentional sotivities
{peregrarh &, &, {2), (a) sbove) end ou clericel
duties has made 4%t impossidhle for the Branch
Ohief and the Assistant Branch Chief to devote
sdequate time and effort ko administrative duties

and to the control of Btaff Mess operstions. Y/

{b) Despite the use of supervisory time for clericel
&gties {paregraph 2, 2, (2), {c) above), the
alerical work is neither current nor complete,

Biils are sometimes pald late; operating statements

are lesued s full month after the period they cover;

wﬁmm&mmmtwrmt. Cler-
joal help has been sent to the Branch from Weshington
for ™Y :%aatatmm&mehﬂyhasbwn
given ‘by_ This hes helped, but
has not been a full golution of ‘the problem.

{e) aaae dupiicetion of effort exlsts between Special
Services Bra and Finance Branch in eonnectlon

vith sécounting for Btaff Mess setivities, (Bee

{2) Procedures

{a) The Buesf Meps accounting aystem (recently revised
by Technlcal Acoounting Btaff, Office of the
Gomptroller) has been in use for only sbout six

I/ Vor example, 1T has not been possible for the Branch Chief to

" make consistently prompt and thorough analysis and follow-up

of variations in the gross profit in the Becrestion Halls., In
the past five months these profit rates have varied widely, _
indicating either errors in accounting or problems in operations.

e~
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j months, In this %ime, some problems have been
.mbxmwimmm«mh; others

| ~ M. Tab ﬂ nm maral ‘of these mblms and

{ o . shggests solutions for immediate or Mngntm use.

‘L

[

?

25X1C4a
8.
25X1C4a
. aramm" 1% Bhould perfors
poliey m@% would poasibl@ 'Ehe mairne
, m of consistent practices vhen personnel changes
ougur sand would eliminste possible misunderst _
between MW an! Base Administration. Auy
on in resrestional duties would affect the work-
losd of ﬁa;e gpecial Bervices BEranch, the distribution
5X1C4a

| 8/ The Menagement Staff wes unsble to find & written statement of
u@mmmmtwﬁahmmamwmm
M fundls is authorized for such estivitiles.

“3-
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| of wor¥, aod the staffing pattern. The proposed
g 0 {(Tab B) 1is bmsed on the sssumption that these
- ?i#ﬂ.ea will not be materially reduced. .

{R) As elready noted, the clerical worklosd of the Special
- Services Rranch 1s too heavy for a single clerk
“i;mh‘t.g If an additional clerk position were added,

: mrk ight be realigned ssmiggested in Tib C. Such
e 8 change should imgrove the performence of the Branch
i by freeing supervisory time for sdministretive duties

4nd for the needed supervision of Staff Mess operstions.
{Bee Comparison of Present sud Proposed Work Dise-
tridution, Teb E.)

{3) It is of specisl importance thet the Branch Chief have
sdequate time to analyre operating statements promptly

| and to establish the cause of varistions from standerds.

’, ,; This follow-up is & key step in the avoidence of losses

: and {ble theft.

! - &) Arrsngements for construction of new phyeical facilities

| o8 the Bage ere the responsibility of the Public Works

| : regiirements make it desirable thet the Publie Works

| - Branch also ﬁ the arrsngmments with the Telephone
Compeny for sdditions to permanent telsphone equipment.

|
{ T b, Procedures
|

(1) As indicated in Tsb 0, some Btaff Mess sgcouniing pro-
; esiures ¢an be stremulined immediately. For example,

the nev expense payment system, desorived in Ted G,
squld promptly after receipt of nav woucher cheeks,
or

| M@:ﬁ&enmmmﬁﬁmmlm&
, @mough %o avoid the need for additional elerical suppori.
fther potential improvesmnts, such ss the consolidetion

of all Btaff Mess sccoupting in the Spculel Services
Srench, should be postponed until such time as the
Bpecial Services Branch is fully sbie to handle its
geesent Qubties, The Technical Accounting Btaff of the
Souptroller's Office intends to make s siuly of the
8tafl Mess accounting system in about six months.2/

+ clerical Work tust be kept current. Tue detailed clerical
retords are the besis of all sccounting controls over Stafe

 Mesn operations,
& e iscussion betyeen . [ - - ) 1 A9

X1

ol
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At that time, Technical Accounting Btaff will also
yeviev the possible consolidation of gtaff Mess
Assounting work in the Bpeclel Services Pranch.

{2) At the Manegement Staff's suggestion, Specinl Services
Branol has begun Yo undcop&esoffomteﬂmﬁw@ers
for reviev. Tt iz probeble thst the Area Records officer
in the Office of Training and the Forms Control Branch
of the Records mngmant gtarf can help reluce the
mount of gtion vork in tha Specisl Bervices

Ak

AL S A

25X1A6b
4, CORCIUBYON

he T/ of the Special Services Branch affords {nsufficient

manpower to discharge efficiently sll funetions for which the

Brazeh ie presently responsible.

RCOMMERDATIONS

It is reccmmended thet:

e. The Director of Training asd the Chief of Sase, I 25X1A6D
reviev the present recreation sctivities of Special Services

Branch aod issue written statements of poliey outlining the

dsgree to vhich the Bpeclal Bervices Branch ghould participate

in these sctivities at govermument expense. These gtabements

shovld also furnish a definition of the types of special

sotivities suthorized.

b. The mission and functions of the Special Services Branch

%o clearly defined, taking into consideretion eny changes
resulting from a sbove.

{1) Tab A reflects the mission and functions of the Special
Services Brench as they sppear at present.

e. I it is determined that all present reareation-activities
are to be contimieds a aew clerk poaition be established
in the 7/0 of the Speciel Services Branch;l/ and that ceiling
for the additional position be provided by the Office of
Pratning.B/

| ‘ inamm of the olerk/typist position.
2/ ‘'the Base Commapder does not consider it practiceble to provids
the required ceiling from other Base Bupport office sctivities.

ol ihe dulles of the ):;:/pontinm ape nov being performed
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ase that deseriptions are 25X1AGDh
e Preneh

A;'”“‘{;'fﬁi'tﬁ&h“hﬁrx.

jith &3 the new @Xpemse sheck revision.

§\%“‘3€‘ |

b,

erts: Tebs A thru M

cgmb (25 May 59) 25X1A9a

(w/1 net att.) 25X1A6a

1 - Mgt/s File (w/1 set att.)

1 - Mgt/s Chrono (Fo att.)
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